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This training provides participants with the skills and information necessary to use Cardinal and is not intended to 

replace existing Commonwealth and/or agency policies. 

This course, and the supplemental resources listed below, are located on the Cardinal website 

(www.cardinalproject.virginia.gov) under Training.  

Cardinal Reports Catalogs are located on the Cardinal website under Resources:

Å Instructor led and web based training course materials

Å Job aids on topics across all functional areas

Å Variety of simulations

Å Glossary of frequently used terms

The Cardinal screenshots included in this training course show system pages and processes that some users 

may not have access to due to security roles and/or how specific responsibilities relate to the overall transaction 

or process being discussed. 

For a list of available roles and descriptions, see the Statewide Cardinal Security Handbook on the Cardinal 

website in the Security section under Resources.
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Welcome to Cardinal Training



After completing this course, you will be able to:
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Course Objectives

Understand the purpose of Cardinal Business Intelligence

Understand the functionality of a dashboard and a report

Log into Cardinal Business Intelligence

Use the Global Header

Understand prompts and use prompt capabilities to filter report data

Understand hierarchy drilldowns and guided navigation between dashboard pages
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Course Objectives (continued)

Understand available report features 

Understand the different report and graph types 

Manipulate report columns on a dashboard 

Use different print and export options

Set default prompts on a dashboard page

Set a landing page
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Course Objectives (continued)

Clear personalization 

Find Cardinal Business Intelligence Help 
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Agenda

Cardinal Business Intelligence Basics

Dashboards and Reports 

Personalization and Finding Help

1

2

3



This lesson covers the following topics:

Å Cardinal Business Intelligence Overview

Å Logging Into Cardinal Business Intelligence
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Lesson 1: Introduction

1 Cardinal Business Intelligence Basics



The Cardinal Business Intelligence (BI) Solution is a tool created using Oracle Business Intelligence 

Enterprise Edition (OBIEE) that:

Å Provides easy access to Cardinal information across a wide range of audiences through self-service 

reporting and analysis (General Ledger, Accounts Payable, Employee Expenses, and Accounts 

Receivables information).

Å Empowers executive, managerial, and select agency operational staff to make data driven, fact-based 

decisions using Key Performance Indicators (KPIs) focused on outcomes.

Å Provides transparent access to data.

This web based training teaches the navigation and general use of the Cardinal BI Solution and is not specific 

to the Cardinal system. For more detailed information about Cardinal BI, see the Job Aids located on 

the Cardinal website in Job Aids under Training.

Note:  There is typically a one day interval between the time the data is posted in Cardinal and the time the 

data is posted in BI. The BI data is refreshed from the Cardinal system nightly and does not reflect real time 

information. 
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Cardinal Business Intelligence Overview



Cardinal Business Intelligence (BI) is made up of many Dashboards, Dashboard Pages, and Reports. 

A Dashboard is a structure that organizes analytical content (e.g., General Ledger, Accounts Payable, 

Accounts Receivable, and Employee Expenses).  The content on a Dashboard Page (e.g., reports, links, 

visualizations) is usually displayed as one or more reports.

In the below example, the General Ledger Dashboard is displayed with the Expenditures by Account 

Dashboard Page (tab) selected.  This Dashboard Page is used to review the Expenditures by Account

Report.

8

Dashboard and Report Overview



In BI, a Report is an analysis displayed as a table or 

visualization based on a data set.  There can be 

multiple reports placed on one Dashboard Page.

In this example, the two Reports on the 

Expenditures and Revenue Summary Page (tab) 

are:

Å Expenditures Budget vs. Actual

Å Revenue Budget vs. Actual
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Dashboard and Report Overview (continued)

Click on image to enlarge
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Logging In

Access the Cardinal BI Solution logon page using 

the following link:

my.cardinal.virginia.gov

From the logon page, enter your User ID and 

Password.

User ID: Your User ID for Cardinal BI is the same as 

your Active Directory account User ID.  

Note:  Your User ID is based on first name and last 

name only.  Use firstname.lastname as the User ID 

and exclude ñ@agencyname.virginia.govò.

Password: Cardinal BI uses the same password as 

your Active Directory account password.

http://my.cardinal.virginia.gov/


Once logged in, the Global Header provides quick access to commonly used functions:

Å Dashboards: Links to all Dashboards that are available to the user (this is the primary way to navigate 

through the Cardinal BI Solution).

Å Signed In As: Displays the username and links to My Account, for specific preferences.

Å Sign Out: Click this link to sign out of Cardinal BI.
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Global Header



Below the Global Header, the Announcement Overview page displays with the following sections:  

Å Announcements

Å System outages, system upgrades, and important information related to the BI system.

Å Background

Å Cardinal system and Cardinal BI Information.  

Å Information

Å Links to each of the subject area Dashboards and Dashboard pages.  For example, click on the 

ñExpenditures and Revenueò link and see the details for the 7 Dashboard pages related to 

expenditures and revenue.

Å Disclaimer

Å Statement that defines risk and responsibility for any user of the BI system.

Å Related Sites

Å Links to other related websites.
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Announcements Overview



The Information section of the Announcements 

Overview page provides access to the following links:  

Å Expenditures and Revenue

Å Employee Expenses

Å Supplier Payments

Å Receipts

Å Procurement (VDOT Only)

Clicking on a link in the Information section displays 

the list of Dashboard pages related to that link.

Users can click on any Dashboard page link and view 

the report(s) on that dashboard page.
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Announcements Overview (continued)



Now is your opportunity to check your understanding of the course material.  

Read the question on the next slide(s), select answer(s) and click Submit to see if you chose the correct 

response. 
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Lesson 1: Checkpoint



15



16



17
















































































































































